
Steps to Completing an Annual  
Recommended Rating of Record 

Performance Appraisal Application (PAA) Version 2 
 
Notes:   
• Actions that you need to take on the various screens are shown with red arrows or red-lettered callouts.  

Non-action items are identified with blue arrows or blue-lettered callouts.  
• Plan status must be “Approved” or “Ongoing” before beginning. 
• The “Submit Recommended Ratings” button, referred to in this guide, will not be available until after 1 

Jul 2008.  Rating officials will not be able to complete this process until after that date.  If you need to 
do this earlier than that, you will need to use the “Change Rating Official” button to transfer appraisal(s) 
to another rating official in your organization, or to your Higher Level Reviewer, who can complete the 
process after 1 Jul 2008. 

 
 
Rating Official Action 

Transfer appraisal to employee for input of self-assessment (if employee already 
has ownership, skip this section). 

 
Step Rating Official Action 

1 Log in to Self Service  Navigator screen:  Click “My Workplace”  “NSPS 
Appraisals (My Workplace)”: 
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Step Rating Official Action, continued 

2 Performance Appraisal Application Main Page:  Click the “Update” icon (blue pencil): 
 

 
3 Rating Official Review screen:  Click the “Update Plan/Appraisal” button: 

 

4 Update Plan/Appraisal screen:  Change the Appraisal Type to “Early Annual – NSPS” 
and change the Appraisal Period End Date to the day before the event that is causing 
the early annual rating (supervisor leaving or employee leaving): 
 

5 Update Plan/Appraisal screen:  Click the “Save and Continue” button: 
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Step Rating Official Action, continued 

6 Rating Official Review screen:  Click “Transfer to Employee” (the employee will 
provide their self-assessment for the Early Annual appraisal): 
 

 
7 Rating Official Notification to Employee screen:  Click “Transfer to Employee”: 

 

 
8 PAA Main Page:  The appraisal status equals “Transferred” (pencil is grayed out); the 

employee now has ownership of the appraisal: 
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Employee Action  

Provide self-assessment for early annual appraisal. 

Step Employee Action 
1 Employee logs into Self-Service:  “My Biz”  “NSPS Appraisals (My Biz)” 

 

 
2 Performance Appraisal Application Main Page:  Click “Update” icon (blue pencil): 
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Step Employee Action, continued 

3 Update Performance Plan:  Overview screen:  Scroll all the way down to get to the 
Employee Self-Assessment for Annual Appraisal area (see next box): 
 

3, 
Con’t 

Update Performance Plan:  Overview screen:  Enter your self-assessment in the block 
provided (you can copy and paste from another document or type it in).   When done, 
click the “Save” button. 
• Note the character counter.  Limit is 8000 characters. 
• After saving, if you copied and pasted from Word, scroll down and check the 

assessment block for ^ (caret) characters.  These replace unrecognized characters 
from Microsoft and need to be replaced with the correct characters, e.g., a long dash – 
should be replaced with a regular dash, a curly quote should be replaced with a 
regular quote. 
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Step Employee Action, continued 

4 Update Performance Plan:  Overview screen:  Click “Transfer to Rating Official”: 
 

 
5 Share Appraisal Details with Rating Official screen:  Click “Transfer to Rating 

Official”: 
 

 
6 Appraisal submitted to Rating Official, employee no longer has access.  Click “Logout”.  
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Rating Official Action (after employee self-assessment is returned):   

Review employee self-assessment, assign job objective ratings, and prepare 
supervisory assessment. 

Step Rating Official Action 
1 Log into My Workplace  NSPS Appraisals (My Workplace).   
2 Performance Appraisal Application Main Page:  Click the “Update” icon (blue pencil): 

 

 
3 Rating Official Review screen:  Click the “Update Plan/Appraisal” button: 
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Step Rating Official Action, continued 

4 Update Plan/Appraisal screen:  Scroll down to the job objectives and employee’s self-
assessment areas:   
 

 
 

5 Review the employee’s self-assessment, then click the “update icon” (the blue pencil) by 
the first job objective to begin the rating process: 
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Step Rating Official Action, continued 

6 Update Job Objective screen:  Scroll down to the “Job Objective Rating” block: 
 

 
7 • Use the drop-down menu or type in the Job Objective Rating (1 to 5) (to view the criteria 

for each rating level, click the “Show Job Objective Rating” link just below).   
• Use the drop-down menu to enter a +1, 0 (Neutral), or -1 for the “Contributing Factor 

Impact” block (to view the descriptors, click the link just below).  The adjusted rating will 
be calculated automatically.   

• Click “Save and Update Another” to move to the next objective. 
 

 
8 Repeat steps 6 and 7 for each job objective.  When you are done rating the last 

objective, click the “Save and Return to Update Page” button. 
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Step Rating Official Action, continued 

9 Scroll down to the Rating of Record and Assessment area (bottom of screen) and enter 
your supervisory assessment of the employee’s performance.  Also enter remarks in the 
Component Unique Information block (document positive aspects of the employee’s 
support of Army values per AP-SC 1940.5.2.3.1).   
• Note the character counters.  Limit is 8000 characters for the RO assessment and 4400 

characters for the Component Unique Information (the higher level reviewer will need some 
of this space). 

• After saving, if you copied and pasted from Word, scroll down and check the assessment 
block for ^ (caret) characters.  These replace unrecognized characters from Microsoft and 
need to be replaced with the correct characters, e.g., a long dash – should be replaced with a 
regular dash, a curly quote should be replaced with a regular quote. 

 
Click “Save and Continue” when done.   
 

 
10 Rating Official Review screen:  Click the “Submit Recommended Ratings” button: 
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Step Rating Official Action, continued 
11 Submit Recommended Ratings:  Rating Official screen:  Scroll down to the Rating of Record 

and Assessment area.  Enter your recommended number of shares (this will be dependent on 
the rating of record), and your recommended salary increase percentage (the system will 
calculate the bonus percentage).  These entries are optional depending on your pay pool’s 
business rules. 
 

 
11 Submit Recommended Ratings:  Rating Official screen:  Click the “Next” button: 

 

 
 

13 Give Recommended Ratings:  Review screen:  Click the “Submit to HLR” button: 
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Step Rating Official Action, continued 
14 Submit Recommended Ratings to Higher Level Reviewer screen:   

 
There are two options for the Higher Level Review (HLR): 

A. Transfer the plan / appraisal to the higher level reviewer within the PAA. 
B. Document that the higher level review took place without transferring the plan. 

 
If the HLR name is not correct or is missing, see the next step.   
 
If the HLR name is correct, click the “Transfer to HLR” button (for Option A), or complete 
the Review Date and Method of Review blocks, then click the “Save” button (for Option B), 
then proceed to step 17. 
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Step Rating Official Action, continued 
15 

(change 
HLR 
only) 

Change HLR Only: 
 
To change the HLR, type in some or all of the correct name in either the “Change 
Higher Level Reviewer” block if using option A, or the “Approver” block if using option 
B.  Then click the search icon (the flashlight).  
 

 
On the “Search and Select: Change Higher Level Reviewer” window that displays, click 
the “Quick Select” icon next to the correct HLR name (there may be a list of matching 
names).  The new HLR name will display as the Higher Level Reviewer (option A) or 
the Approver (option B).  
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Step Rating Official Action, continued 
16 

(change 
HLR 
only) 

Change HLR only: 
 
Submit Recommended Ratings to Higher Level Reviewer screen:  Once the HLR name 
is correct, click the “Transfer to HLR” button (option A) or the “Save” button (option 
B). 
 

 
17 

(Opt A 
only) 

Option A only, Information screen:  Click the “Yes” button to transfer the appraisal to 
the named HLR: 
 

 
 

 

Annual Rating PAA2 Step by Step 14 20 Jun 2008 



 
Step Rating Official Action, continued 
18 You are returned to the Main Page.   

 
Option A:  if the HLR approves your recommendations, the appraisal is ready for the 
pay pool panel and the final rating decision by the Pay Pool Manager.  If the HLR wants 
something changed, the HLR will return the appraisal to you to make that change.   
 
Option B:  The appraisal is ready for the pay pool panel and the final rating decision by 
the Pay Pool Manager.   
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Higher Level Reviewer (HLR) Action 

Review the employee and supervisory assessments and the rating official’s 
recommended ratings; approve the ratings or return the appraisal to the rating 
official for changes (the HLR cannot make any changes on the appraisal but can 
enter text into the “Component Unique” block). 
 

Step Higher Level Reviewer Action 
1 Log in to Self Service  Navigator screen:  Click “My Workplace”  “NSPS 

Appraisals (My Workplace)”: 
 

 
2 Performance Appraisal Application Main Page:  Click the “Update” icon (blue pencil) 

by the person whose appraisal you are reviewing: 
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Step Higher Level Reviewer Action, continued 

3 Details: Higher Level Reviewer (HLR) for Recommended Ratings screen:   
 
On the top part of the screen, you can view the recommended job objective ratings (use the 
Details links to see more). 
 
Scroll to the bottom part of the screen to see the assessment blocks (next page). 
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Step Higher Level Reviewer Action, continued 

3, 
con’t 

Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (bottom):   
 
At the bottom part of the screen, you can review the employee and rating official assessments.  
You can also add your comments in the Component Unique Information block (bullet 
comments on the employee’s overall performance and on the employee’s potential to perform 
different and/or higher level work per AI-SC 1940.9.3.4.   
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Step Higher Level Reviewer Action, continued 

5 Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (top):  You 
have two courses of action – approve the recommended rating, or return it to the rating 
official for correction. 
 
If approved, see next step.   
 
If returned, the rating official will need to make the changes and resubmit the 
recommendations to you. 
 

 
  

6 Confirmation screen:  Click “Yes” to approve: 
 

 
At this point the appraisal is no longer on your Main Page. 

 

Annual Rating PAA2 Step by Step 19 20 Jun 2008 



 
 
Rating Official Action (after Higher Level Reviewer approval):   

 

After the higher level reviewer has approved the recommended rating, the rating official sees the updated 
appraisal status of “Pending PPM Approval,” the Pay Pool Manager is the new “owner,” and no changes 
can be made. 

 
 
 

Disposition of appraisal: 

If the employee is moving to a new position within NSPS and within Army servicing, the appraisal should 
be transferred to the new rating official in the gaining organization.  This has to be done by the Pay Pool 
Administrator or by a PAA “super user” in an HR organization.  Once the appraisal is transferred, the 
original rating official will still be able to see various historic ”snapshots” of the appraisal (establishment 
of performance plan, interim review, etc.) in the “Completed Plans/Appraisals” area.  The new rating 
official will see the historic snapshots as well as the current version with the recommended ratings. 
 
If the rating official is leaving (separating or changing jobs), the appraisal should be transferred to the new 
rating official, or, if not known yet, to the higher level reviewer.  This has to be done by the Pay Pool 
Administrator or by a PAA “super user” in an HR organization.   
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